To, 

The Project Director, 

D-43/1 Shahra-e-Ghalib, Lane 3, 
Block#2, Clifton, 

Karachi. 


SUBJECT: “Applying for the post of “Computer Operator”. 


Respected Sir, 

I Ambreen Tayyaba want to apply for the position of Computer Operator in your 
organization. I hold a B.Sc degree from Khatoon-e-Pakistan College and awaiting for a 
result of LLB done by S.M Law College. I am currently working as HR Executive in 
WEBVERGE Company. I also worked as Computer Operator and Office Assistant 
in the reputable organizations. 


I am confident that the combination of my practical work experience and solid 
educational expertise has equipped me for making an immediate contribution to your 
strong and prestigious organization. 


My key skills, area of knowledge, and career history are mentioned in the resume. I 
would like to serve your institution because I believe that the experience of working in 
your educational institution would help me achieve my career objective with excellence. 
My knowledge, maturity, and understanding will help me in my work situation and will 
benefit you too. 


My resume is enclosed for your review and consideration. You may contact on my 
email: ambreen.web@gmail.com or my mobile: 0302-2604559 & 0333-2212578 
Residential Area: Gulshan-e-Iqbal Block 16 near Bait-ul-Mukarram Masjid 


Looking forward to your positive response, 


Yours Sincerely, 
Ambreen Tayyaba 


' Bion 


PROFILE 

To pursue a challenging position 

in a progressive and well reputed 
organization offering a professional 
working environment coupled with 
opportunities of growth and 
development. 


CONTACT 


0302-2604559 


 ambreen.web@ gmail.com 


9 Gulshan-e-Iqbal, Karachi 


e Time management 

e Team work 

e Responsible 

e Administrative expert 

e Training 

e Advising and 
Coaching 

e Recruitment and 
Selection 
Decision making 

e Analytically driven & 
oriented 

e HR reporting skills 


AMBREEN TAYYABA 


EDUCATION 
LLB S.M Law College 2022 
B.Sc Khatoon-e-Pakistan College 2015 
Intermediate Govt. Degree College PIB 2012 
(Pre-Medical) 
Matriculation Little Wood School 2010 
WORK EXPERIENCE 
AR Executive 


Oct 2022 - present 


WEBVERGE Whe 


Job Description: 


Track payroll, holidays and attendance records 
Make the salaries for staff 

Policy and Rules making for the company 
Recruitment and Hiring 

Oversee daily operations of the HR department. 


HR Officer cum Computer Operator 
Jan 2021 —Sep 2022 


FROEBEL’S 


Job Description: 


Track payroll, holidays and attendance records 

Recruitment, training and developing staff. 

Creating job description of employees. 

Responsible for daily typing/editing, data entry and printing 
work. 

Conduct interviews of shortlisted candidates after initial 
screening of resumes. 

Maintain all the relevant HR record files. 

Oversee daily Computer and HR operations of the concerned 
departments. 


HR Manager 
Mar 2020 —Dec 2020 


LITTLE WOOD SCHOOL 


Job Description: 


Recruiting, interviewing and hiring of new staff in the 
department. 

Oversees the daily workflow of the department. 
Provides constructive and timely performance 
evaluations. 

Handles discipline and termination of employees in 
accordance with company policy. 

Track payroll, holidays and attendance records 


LANGUAGES 
e Urdu 
e English 


TECHNICAL SKILLS 


Teacher 
Sep 2019 —Feb 2020 NAKHLAH JCS NAKHLAH 


Job Description: 


Taught Science, Social Studies and Environmental Science to the 
students of Primary Section. 

Responsible for planning and implementation educational activities 
with teachers. 

Conducted Parent-Teacher meetings. 


Subject & Class Teacher | TORONTO SCHOOL OF ACADEMIC fit 
Jan 2019 —June 2019 EXCELLENCE TORONTO SCHOOL 


Job Description: 


Taught Science, Social Studies, Islamiat and Urdu of Primary 
section. 

Planning of educational activities. 

Making of lesson plans. 

Conducted Parent-Teacher meetings. 


HR Executive June 2016 —Dec 2018 


HR Assistant/Computer Operator Dec 2016 -May 2016 LITTLE WOOD 


SCHOOL 


Job Description: 


Track payroll, holidays and attendance records 

Recruitment, training and developing staff. 

Creating job description of employees. 

Conduct interviews of shortlisted candidates after initial screening 
of resumes. 

Maintain all the relevant HR record files. 

Oversee daily Computer and HR operations of the concerned 
department. 

Responsible for daily typing/editing, data entry and printing work. 


